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STUDENT OUTLI NE
AUDI T MCTES ON LI NE DI ARY
TERM NAL LEARNI NG OBJECTI VES:
(1) G ven a hard copy diary or access to Marine Corps

Total Force System (MCTFS), docunents, and the references,
audit an On-Line Diary (OLD) to ensure accuracy and

conpl eteness in accordance with DFAS-KC 7220.31-R
(3432.02.03)

(2) G ven a processed pay manhagenent report, source
docunments, cal culator and the references, audit a pay
managenent report for accuracy and conpl eteness in accordance
with DODFMR, Vol. 7A. (3432.02.16)

ENABLI NG LEARNI NG OBJECTI VES:

(1) G ven a sinmulated situation pertaining to an on-1line
diary, access to the Custonmer Information Control System
(CICS), and the references, audit by conparing source
docunments to the diary to ensure discrepancies are identified
and corrected in accordance with DFAS-KC 7220. 31R
(3432. 02. 03a)

(2) G ven a sinulated situation pertaining to a pay
managenent report, access to the Custonmer Information Contro
System (CI CS) and access to the references, audit the reports
to ensure discrepancies are identified and corrected prior to
certification in accordance with the DODFMR Vol . 7. (3432.
02. 16a)

1. PURPOSE OF THE DI ARY:




a. The diary is the basic input nediumfor the reporting
of pay data. It is used to report credits, checkages,
payments, and corrections to previously reported pay
information. The On-Line Diary System (OLDS) is the nmeans by
which the diaries can be input by using Visual Inquiry System
(VI'S) term nal s.

2. AUDI TI NG THE DI ARY:

a. Every entry reported into the diary system affecting the
contents of an individual's Master MIlitary Pay Account (MVPA)
must be substanti ated depending on the action required by the
Commandi ng Officer or the Finance O ficer.

b. Once a diary is prepared, it is turned over to the
audi tor.

c. The auditor should have a hard copy of the diary with
al | substanti ati ng docunents, i.e., travel voucher for an
el apsed time entry, form 1199A for direct deposit, ETC

d. Entries on the diary will appear in social security
nunmber order making it easier for audit. Once the diary and
docunments are received, ensure that the hard copy diary entry
mat ches what is on the docunent, i.e., pcs days, tax codes are
correct, nonetary anmounts, and dates are all matching and that
t he docunents are vali dated.

e. After verifying all the entries on the diary to be
correct and no adjustnents are needed, the dairy is now ready
to be certified.

f. If there are entries to be corrected on the diary after
it has been audited it nust be given back to the original
preparer for corrections. The preparer is the only individual
t hat can nake any corrections to the diary.

g. After the corrections are made it is then given back to
the auditor to verify the corrections.

h. Once all entries and correcti ons have been made the
diary is ready for certification.

NOTE: If for some reason the corrections can not be nmade due
to the absence of the preparer, the certifier can delete the
entry to be corrected. The deleted entry can than be put on
another diary. The diary is now ready to be certified.



(3) CERTI FYI NG THE DI ARY.

a. To certify a diary the system nust be accessed.

b. The auditor reviews the diary in the systemto verify
that each entry on the hard copy matches what is in the
system After doing so you are now ready to certify the
di ary.

(4)  RETAINS.

a. After certifying the diary, a hard copy is printed
out and on the | ast page of the diary the certifier wll
verify it to be correct by signing above the nane printed out
on the diary.

b. The signed copy of the certified diary is retained
for the current plus 2 nonths.

2. ON- LI NE DI ARY SYSTEM REPORTS:

a. Purpose. The On-Line Diary System provides the
capability to review transactions that have processed at the
central site. Al unit diary and disbursing transactions
(excluding ABA's) that have processed at the central site, by
i ndi vi dual MWPA, can be reviewed along with the source of
i nput and error code, if applicable. The errors and advisory
nmessages created during the processing of these transactions
must be revi ewed.

b. FI NANCE OFFI CERS ACTI ON. The Finance officer wl
use the On-Line Diary System (OLDS) to del ete transactions
that were entered erroneously, or correct and reenter
transactions that failed to post to MMPA. The On-Line Diary
Systemw || also be used to review advisory nessages in order
to acconplish necessary corrective actions.

1. PRINT REPORTS. Copies of all reports are obtained for
the nonth, (Diary Statistics Report, Error Report, Advisory
Report, and MPV/ MPL Statistics Report).

2. ERROR REPORTS. (MECF) Audit the Error Report and
correct all errors/discrepancies within 72 hours (3 working
days) fromthe date they are detected.

c. DO ERROR REPORT. ( MECF)




1. The DO error report is a nmanagenent report contai ning:

a. A conplete history of each transaction that processed
but failed to post to the master record.

b. The reason for failure by code and english statenent.

c. A sequential error control nunber.
2. The errors appearing on the DO error report nust be:

a. Corrected and reinput in such a manner that they are
accepted to the master file.

b. Del eted as havi ng been i nput by m stake.

c. ADVI SORY REPORTS. ( ADF)

1. The Advisory reports contain nessages generated by the
Marine Corps Total Force System (MCTES) diary-reported
transactions. These transaction post to the master file, but,
may be erroneous or could adversely affect another data
el ement resident on the file the DO s inconsistent conditions
(ICs) will normally appear the first cycle after each End of
Mont h Update and Extract (EOM U&E).

2. Wthin that one cycle, the 1C s and advisory errors
will be interm ngled and sorted by RUC within each DSSN and
t hen by SSN.

3. The advisory nessages and ICR' s remain on the MCTFS
for 15 days.

4. Like the MECF's, the ICR s are worked the sanme way
with the exception that they are to be worked and certified by
the md-nonth UG&E. The ICR s are worked and placed on the
diary the same as if it was a MECF

NOTE: |If reports cannot be worked within the allotted tine

due to 3270 failure, the report nust be annotated stating the
reason why.
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